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Department of Health & Human Services
Administration for Children & Families

Program Office: Office of Head Start

Funding Opportunity Title: Head Start Grantee - U.S. Virgin Islands (St. Thomas, St. Croix, and
St. John)

Announcement Type: Initial

Funding Opportunity Number: HHS-2013-ACF-OHS-CH-R02-0458

CFDA Number: 93.600

Due Date for Applications: 08/14/2012

Notice: On January 1, 2012, the Administration for Children and Families implemented required electronic
application submission via www.Grants.gov for discretionary grant applications. (76 Fed. Reg.
66721-66723, October 27, 2011, New Policies and Procedural Requirements for the Electronic Submission
of Discretionary Grant Applications). Please see Section I11.3. Disqualification Factors, Section IV.2.
Content and Form of Application Submission and Application Submission Options, and Section IV.3.
Explanation of Due Dates and Times for information on electronic application submission and the
availability of exemptions allowing applicants to submit applications in paper format.

Executive Summary:

The Head Start program provides high-quality, comprehensive early education programming to
low-income children and families so that children start school ready to succeed. In 2007, Congress enacted
legislation that required, for the first time in the program's history, greater competition within communities
for Head Start funding. The goal of the legislation and the subsequent regulations finalized on December
9, 2011, is to ensure that Federal Head Start funding is directed to the organizations that are most capable
of delivering high-quality early education that puts children on a pathway to school success and
opportunity.

This funding opportunity announcement is the mechanism for implementing this new competitive
requirement and competitions that result from grantee relinquishments and terminations. This
announcement solicits applications from local public or private non-profit organizations, including
faith-based organizations or local for-profit organizations, in the community that seek to provide
high-quality Head Start services to children and families residing in U.S. Virgin Islands (St. Thomas, St.
Croix, and St. John).

Funds in the amount of $7,899,223 annually will be available to provide Head Start program services to
eligible children and their families in U.S. Virgin Islands (St. Thomas, St. Croix, and St. John). This dollar
amount includes base funding of $7,823,385 (for use in program operations, staffing, materials, equipment,
facilities, etc.) and $75,838 in technical assistance (TA) funding. The appropriate use of training and
technical assistance (T/TA) funds for the purposes of improving program quality and helping prepare
children to succeed in school are described in Section 648 of the Head Start Act.

The Head Start program is administered by the Administration for Children and Families (ACF), an
operating division (OPDIV) of the U.S. Department of Health and Human Services (HHS). ACF intends to
fund applications that demonstrate an organization's commitment and capacity to operate a Head Start
program that raises the quality of early care and education in the community and helps children start
school ready to succeed. School readiness requires that children are cognitively, physically, socially and
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emotionally prepared to continue to make progress as they enter Kindergarten. Effective Head Start
programs help children develop in each of these areas. ACF is seeking applicants that are able to utilize the
best evidence-based early education practices in their programs to support high-caliber classroom
instruction and effective family engagement and health promotion.

Head Start is governed by Program Performance Standards that define the scope of services necessary to
support children's development and school readiness. These Program Performance Standards are found 45
CFR Parts 1301-1310 and in Section VI.2. Award Administration Information, Administrative and National
Policy Requirements of this funding opportunity announcement.

The evaluation criteria in this funding opportunity announcement are structured into two phases. Phase
One is organized around six core elements of an effective Head Start program that is focused on school
readiness and ongoing academic success. They are as follows:

(A) Demonstration of Need for Child Development and Health Services;

(B) Achieving Early Learning and Development Outcomes to Promote School Readiness for Children;
(C) Past Performance;

(D) Staffing and Supporting a Strong Early Learning Workforce;

(E) Organizational Capacity and Governance; and

(F) Budget and Budget Justification.

Phase Two focuses on an organization's ability to effectively implement and oversee operations which
comply with applicable Federal, State, and local laws and regulations. ACF is interested in awarding
Federal funds to entities that can demonstrate strong organizational capacity as supported by their internal
fiscal systems as follows:

(A) Internal Control Compliance and Ethical Values;
(B) Accounting Policies and Procedures; and
(C) Accounting System.

Eligibility is limited to local public or private non-profit organizations, including faith-based organizations
or local for-profit organizations, in the community that can provide Head Start services to children and
families residing in U.S. Virgin Islands (St. Thomas, St. Croix, and St. John).

Public Comment

ACF welcomes public comments from the community listed in this funding opportunity announcement.
We are particularly interested in hearing from parents of children presently enrolled in Head Start, persons
employed by such agencies, local government officials, and other representatives of the community to be
served. The intent of the public comment is to inform ACF about the needs of the service area and any
pertinent information commenters may wish to provide about potential applicants. Comments should be
sent to the OHS Operations Center at OHS@headstartgrants.org.

I. Funding Opportunity Description

Statutory Authority
The Head Start program is authorized by the Head Start Act, 42 U.S.C § 9831 et seq.

Description
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Program Background and Purpose

The Head Start program provides grants to local public and private non-profit and for-profit agencies to
provide comprehensive child development services to predominately economically disadvantaged children
and families. Head Start's primary purpose is to prepare children to be ready for school. In FY 1995, the
Early Head Start program was established to serve pregnant women and children from birth to three years
of age in recognition of the mounting evidence that the earliest years matter a great deal to children's
growth and development. Since its beginning in 1965, Head Start has served more than 29 million children
and their families. In FY 2011, Head Start served 964,430 children and families; of these, more than
114,000 participants were served in Early Head Start programs. There are approximately 1,600 Head Start
grantees, including 950 grantees providing Early Head Start.

Head Start promotes school readiness by enhancing the social, cognitive, and emotional development of
children through the provision of educational, health, nutritional, social and other services to enrolled
children and families. Language, literacy, mathematics, and science are among the key domains that must
be addressed through Head Start.

Head Start programs emphasize family engagement because of the critical role that parents play in
supporting their children's healthy development and school success. Effective Head Start programs engage
parents in their children's learning and help parents themselves make progress toward their educational,
literacy, and employment goals. The Head Start program also emphasizes the significant involvement of
parents in the administration of local Head Start programs. These leadership opportunities are designed to
strengthen skills that parents can apply to improving their family's economic well-being and to becoming
more effective advocates for their children.

Head Start is designed to increase the number of low-income children receiving high-quality,
comprehensive early education services that help facilitate healthy development, including physical and
social/emotional development, and prepare them for school success. To meet this goal, it is critical that
Head Start funds awarded through this funding opportunity announcement do not supplant existing
services. Thus, an entity receiving a Head Start grant must: 1) expand the number of children it is serving
relative to the number it would serve in the absence of the grant, and/or 2) improve the services provided
to children it would serve in the absence of the grant.

Head Start grantees must, unless a waiver is granted, contribute at least 20 percent of the total cost of the
program from non-Federal funds. No more than 15 percent of total costs may be used for program
administration. An HHS official may grant a waiver of the 15 percent limitation on allowable
development and administration costs for a Head Start program (45 CFR Part 1301.32) and approve a
higher percentage for a specific period of time not to exceed twelve months.

Many Head Start programs provide a part-day, center-based program option or a home-based program
option for eight or nine months a year. However, grantees have the option of providing full-day, full-year
services and, in recent years, an increased number of grantees have been offering this program option,
often through collaborations with local child care providers, to help meet the child care needs of parents
who are either working or in job training. Head Start agencies are expected to accurately identify the
community's need for services and to implement a program design that meets those needs. A program
design can be responsive to community needs through partnerships or through direct provision of services
using the Head Start grant funding.

The Office of Head Start (OHS) is responsible for monitoring the quality of the program a Head Start
grantee operates and that grantee's compliance with Federal requirements. The Federal government uses
several mechanisms to conduct its oversight. Most notably, each Head Start grantee is subject to onsite
monitoring reviews. These reviews can either be announced or unannounced. During onsite visits, all
aspects of a grantee's program are reviewed, including the quality of the instruction provided using the
CLASS instrument, compliance with health and safety requirements, compliance with rules related to
children's eligibility for the program, and compliance with financial management requirements.
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Eligible Participants

Head Start serves children when they are at least three years old by the date used to determine eligibility
for public school in the community where the Head Start program is located. Early Head Start programs
enroll pregnant women and infants and toddlers from birth to age three. Migrant and Seasonal Head Start
programs may enroll children from birth to age five. Programs serve families who have incomes below the
poverty line or are eligible for public assistance. In addition, homeless children and children in foster care
are categorically eligible for Head Start. Children are selected for enrollment based on age and income
eligibility and relative level of need with regard to other criteria which are identified within each
community.

The law permits up to 10 percent of enrolled Head Start children to be from families that do not meet these
low-income criteria. A new provision in the Head Start Act, as discussed in Section 645(a)(1)(B), allows
grantees that can ensure that all eligible children including homeless children are served, to enroll up to 35
percent of its participants from families with incomes greater than or equal to 100 but less than 130 percent
of the poverty line.

Additionally, Head Start programs must assure that at least 10 percent of the total number of children
enrolled by the Head Start agency and delegates are children with disabilities unless a waiver is granted.

Federal Head Start funds must be used to serve eligible children as described above. Grantees may elect to
also serve additional children who are not income eligible for Head Start, but whose participation is
supported through other funding sources including child care subsidies, public school pre-K allocations,
parent paid tuition, or other sources. Such program designs may be beneficial in promoting socioeconomic
diversity within classrooms which may contribute to improved child outcomes. All costs must be allocated
to appropriate funding sources in compliance with Federal requirements.

Head Start Grantee: U.S. Virgin Islands (St. Thomas, St. Croix, and St. John)
Description

The Administration for Children and Families solicits applications from local public or private non-profit
organizations, including faith-based organizations or local for-profit organizations in the community, that
wish to compete for funds that are available to provide Head Start services to children and families
residing in U.S. Virgin Islands (St. Thomas, St. Croix, and St. John).

Funds in the amount of $7,899,223 annually will be available to provide Head Start program services to
eligible children and their families in U.S. Virgin Islands (St. Thomas, St. Croix, and St. John). This dollar
amount includes base funding of $7,823,385 (for use in program operations, staff, materials, equipment,
facilities, etc.) and $75,838 in technical assistance (TA) funding. The appropriate use of training and
technical assistance funds for the purposes of improving program quality and helping prepare children to
succeed in school, are described in Section 648 of the Head Start Act.

Applicants must demonstrate they meet the statutory requirement for designation as a Head Start agency in
Section 641 of the Head Start Act. ACF will consider all "qualified applicants in such community" as
required by Section 641(d) where the applicant demonstrates it has an organizational base within the
community to be served. This could be established by virtue of the applicant being a provider of services
in the community or having a clear relationship to the community as evidenced, for example, by board
representation from the community or by evidence of the support of community leaders, including, but not
limited to mayors, city council members, school principals, presidents of local chambers of commerce,
county government officials, social service provider organizations, community organizations representing
low-income, minority or other relevant sectors of the community, and child care providers and
organizations.

Applicant Support Website

The Office of Head Start (OHS) strongly encourages entities interested in applying for this Head Start
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grant opportunity to visit http://eclkc.ohs.acf.hhs.gov/hslc/hs/grants. This interactive website offers a
robust collection of resources intended to support organizations in gaining a deeper understanding of the
Head Start and Early Head Start programs, the funding opportunity announcement, and evaluation criteria.
A profile of current grantee services, equipment and inventory can also be found through this website.
Head Start is a Federal program with important regulations that grantees must meet. At the applicant
support website, applicants can familiarize themselves with these requirements. Finally, the website
includes helpful tips for applying via Grants.gov. All interested applicants are reminded to frequently refer
back to this funding opportunity announcement when preparing their application.

Prospective applicants will also have the opportunity to send questions to OHS by email through the
website listed above. A summary of the questions and OHS responses will be posted for public view on
the applicant support website as soon as they become available.

Interested applicants may also contact the OHS Operations Center at (866) 796-1591 or TTY: 711 if they
have additional questions.

II. Award Information

Funding Instrument Type: Grant

Estimated Total Funding: $7,899,223

Expected Number of Awards: 2

Award Ceiling: $7,899,223 Per Budget Period
Award Floor: $0 Per Budget Period

Average Projected Award Amount:  $0 Per Budget Period
Length of Project Periods:

60-month project with five 12-month budget periods

Additional Information on Awards:
Awards made under this announcement are subject to the availability of Federal funds.

Applications requesting an award amount that exceeds the Award Ceiling per budget period or per project
period, as stated in this section, will be disqualified from competitive review and from funding under this
announcement. This disqualification applies only to the Award Ceiling listed for the first 12-month budget
period for projects with multiple budget periods. If the project and budget period are the same, the
disqualification applies to theAward Ceiling listed for the project period. Please see Section II1.3.
Application Disqualification Factors.

Note: For those programs that require matching or cost sharing, grantees will be held accountable for
projected commitments of non-Federal resources in their application budgets and budget justifications,
even if the projected commitment exceeds the required amount of match or cost share. A grantee’s failure
to provide the required matching amount will result in the disallowance of Federal funds.

Please note that the expected number of awards represents an estimated range of awards that the Office of
Head Start might make as the result of this funding opportunity announcement. If the expected number of
awards is 1, applicants are expected to submit proposals for the entire service area. If the expected number
of awards is 2 or greater, applicants may submit one application to apply to either serve the entire service
area or a portion of the service area.

The Designation Renewal System (DRS), as established in 45 CFR Part 1307 - Policies and Procedures for
Designation Renewal of Head Start and Early Head Start Grantees, went into effect on December 9, 2011.
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This regulation requires all Head Start and Early Head Start grants be transitioned from indefinite project
periods with 12-month budget periods to five-year grants.

Please see Section IV.5 Funding Restrictions for limitations on the use of grant funds awarded under this
announcement.

I11. Eligibility Information

ITI.1. Eligible Applicants

Eligible applicants are any local public or private non-profit agency, including community-based and
faith-based organizations, or for-profit agency within a community, pursuant to the Head Start Act, 42
U.S.C. § 9836(a)(1).

Eligibility is limited to local public or private non-profit organizations, including faith-based organizations
or local for-profit organizations in the service area, that can provide Head Start services to children and
families residing in U.S. Virgin Islands (St. Thomas, St. Croix, and St. John).

In accordance with 45 CFR Part 1307 titled "Policies and Procedures for Designation Renewal of Head
Start and Early Head Start Grantees," grantees terminated for cause by ACF within five years of the
posting date of this funding opportunity announcement are ineligible for competition.

A Head Start or Early Head Start agency that has had a "denial of refunding," defined in 45 CFR Part
1303.2, within five years of the posting date of this funding opportunity announcement is also ineligible
for competition.

Individuals, foreign entities, and sole proprietorship organizations are not eligible to compete for, or
receive, awards under this announcement. See Section I11.3. Other.

Faith-based and community organizations that meet eligibility requirements are eligible to receive awards
under this funding opportunity announcement.

See "Legal Status of Applicant Entity" in Section IV.2 for documentation required to support eligibility.

ITL.2. Cost Sharing or Matching

Cost Sharing / Matching Requirement: Yes

Grantees are required to meet a non-Federal share of the project cost, in accordance with Section 640(b)
of the Head Start Act, 42 U.S.C. § 9835 (b).

Grantees must provide at least 20 percent of the total approved cost of the project. The total approved cost
of the project is the sum of the ACF (Federal) share and the non-Federal share. The non-Federal share may
be met by cash or in-kind contributions, although applicants are encouraged to meet their match
requirements through cash contributions. For example, in order to meet the match requirements, a project
requesting $7,899,223.00 in ACF (Federal) funds must provide a non-Federal share of the approved total
project cost of at least $1,974,806.00 , which is 20 percent of total approved project cost of $9,874,029.00
.Grantees will be held accountable for commitments of non-Federal resources even if they exceed the
amount of the required match. Failure to provide the required amount will result in the disallowance of
Federal funds. A lack of supporting documentation at the time of application submission will not exclude
the application from competitive review.
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To receive a waiver or a reduction in the required non-Federal share, the applicant must provide ACF with
written documentation of need. This request must identify which of the five waiver criteria found at
Section 640(b)(1-5) of the Head Start Act it believes to be relevant. It may be submitted with the grant
proposal document or during the budget negotiation period. Approval of the waiver request cannot be
assumed by the applicant without written notice from ACF. Waiver requests will not result in a deduction
of points in the evaluation of the application. In light of the current economic climate ACF will be
receptive to reasonable arguments for such waivers.

Matching requirements (including in-kind contributions) of less than $200,000 (up to $199,999) are
waived under grants made to the governments of American Samoa, Guam, the U.S. Virgin Islands, and the
Commonwealth of the Northern Mariana Islands (other than those consolidated under other provisions of
48 U.S.C. 1469) pursuant to 48 U.S.C. 1469a(d). This waiver applies whether the matching required under
the grant equals or exceeds $200,000.

Non-Federal resources will be evaluated under criteria found in Section V.1. of this announcement.

II1.3. Other
DUNS Number (Universal Identifier) and Central Contractor Registration (CCR) Requirements

DUNS Number Requirement

Data Universal Numbering System (DUNS) Number is the nine-digit, or thirteen-digit (DUNS + 4),
number established and assigned by Dun and Bradstreet, Inc. (D&B) to uniquely identify business entities.

All applicants and subrecipients must have a DUNS number at the time of application in order to be
considered for a grant or cooperative agreement. A DUNS number is required whether an applicant is
submitting a paper application or using the Government-wide electronic portal,

www.Grants.gov. A DUNS number is required for every application for a new award or
renewal/continuation of an award, including applications or plans under formula, entitlement, and block
grant programs. A DUNS number may be acquired at no cost online at http://fedgov.dnb.com/webform.
To acquire a DUNS number by phone, contact the D&B Government Customer Response Center:

U.S. and U.S Virgin Islands: 1-866-705-5711
Alaska and Puerto Rico: 1-800-234-3867 (Select Option 2, then Option 1)
Monday - Friday 7 a.m. to 8 p.m., CST

The process to request a D-U-N-S Number by telephone will take between 5 and 10 minutes.

Central Contractor Registration (CCR) Requirement

Central Contractor Registration (CCR) is the Federal registrant database and repository into which an
entity must provide information required for the conduct of business as a recipient. CCR, managed by the
General Services Administration, collects, validates, stores, and disseminates data in support of agency
financial assistance missions.

Effective October 1, 2011, HHS required all entities that plan to apply for, and ultimately receive, Federal
grant funds from any HHS Agency, or receive subawards directly from recipients of those grant funds to:
e Be registered in the CCR prior to submitting an application or plan;
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e Maintain an active CCR registration with current information at all times during which it has an
active award or an application or plan under consideration by an OPDIV; and
¢ Provide its DUNS number in each application or plan it submits to the OPDIV.

ACEF is prohibited from making an award until an applicant has complied with these requirements. At the
time an award is ready to be made, if the intended recipient has not complied with these requirements,
ACF:

e May determine that the applicant is not qualified to receive an award; and
e May use that determination as a basis for making an award to another applicant.

Additionally, all first-tier subaward recipients (i.e., direct subrecipient) must have a DUNS number at the
time the subaward is made

CCR registration may be made online at www.ccr.gov or by phone at 1-866-606-8220. CCR registration
must be updated annually. CCR registration must be active and maintained with current information at all
times during which an organization has an active award or an application under consideration.

Applicants are strongly encouraged to register at the CCR well in advance of the application due date.

APPLICATION DISQUALIFICATION FACTORS

Applications from individuals, foreign entities, or sole proprietorship organizations will be disqualified
from competitive review and from funding under this announcement.

Award Ceiling Disqualification

Applications that request an award amount exceeding the Award Ceiling per budget period, or per project
period, as stated in Section 1I. Award Information, will be disqualified from competitive review and from
funding under this announcement. This disqualification applies only to the Award Ceiling listed for

the first 12-month budget period for projects with multiple budget periods. If the project and budget
period are the same, the disqualification applies to the Award Ceiling listed for the project period.

Application Submission Disqualifications

Beginning January 1, 2012, ACF requires electronic submission of applications at www.Grants.gov.
Applicants that do not have an Internet connection or sufficient computing capacity to upload large
documents (files) to the Internet may contact ACF for an exemption that will allow these applicants to
submit an application in paper format. Information on requesting an exemption from electronic application
submission is found in Section IV.2. Application Submission Options.

The deadline for electronic application submission is 11:59 p.m., ET, on the due date listed in the
Overview and in Section IV.3. Submission Dates and Times. Electronic applications submitted to
www.Grants.gov after 11:59 p.m., ET, on the due date, as indicated by a dated and time-stamped
email from www.Grants.gov, will be disqualified from competitive review and from funding under
this announcement. That is, applications submitted to www.Grants.gov, on or after 12:00 a.m., ET, on
the day after the due date will be disqualified from competitive review and from funding under this
announcement.

Please Note: Applications submitted to www.Grants.gov at any time during the open application
period, and prior to the due date and time, which fail the Grants.gov validation check, will not be
received at ACF. These applications will not be acknowledged. Applications that fail the Grants.gov
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validation check are not transmitted to ACF though they may have been submitted on time.

Each time an application is submitted via www.Grants.gov, the application will receive a new date
and time-stamp email. Only those applications with on-time date and time stamps that result in a
validated application, which are transmitted to ACF, will be acknowledged.

The deadline for receipt of paper applications is 4:30 p.m., ET, on the due date listed in the Overview
and in Section 1V.3. Submission Dates and Times. Paper applications received after 4:30 p.m., ET, on
the due date will be disqualified from competitive review and from funding under this
announcement.

Paper applications received from applicants that have not requested an exemption from required
electronic submission will be disqualified from competitive review and from funding under this
announcement. See "Request an Exemption from Required Electronic Application Submission' in
Section IV.2. Content and Form of Application Submission.

Applications that are disqualified under any of these circumstances will receive written notification by
letter or by email.

Read and observe the formatting instructions for application submissions in Section IV.2. Content and
Form of Application Submission.

Additional Application Submission Disqualifications

In accordance with 45 CFR Part 1307 titled "Policies and Procedures for Designation Renewal of Head
Start and Early Head Start Grantees," grantees terminated for cause by ACF within five years of the
posting date of this funding opportunity announcement will be disqualified from competitive review and
from funding under this announcement.

A Head Start or Early Head Start agency that has had a "denial of refunding," defined in 45 CFR 1303.2,
within five years of the posting date of this funding opportunity announcement will be disqualified from
competitive review and from funding under this announcement.

Section IV. Application and Submission Information
IV.1. Address to Request Application Package

Shawna Pinckney

Office of Head Start

OHS Operations Center

c/o Lux Consulting Group

8405 Colesville Road, Suite 600
Silver Spring, MD 20910
Phone: (866) 796-1591

Electronic Application Submission:
The electronic application submission package is available at www.Grants.gov.

Applications in Paper Format:
For applicants that have received an exemption to submit applications in paper format, Standard Forms,

assurances, and certifications are available at the ACF Funding Opportunities Forms webpage at
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http://www.act.hhs.gov/grants/grants resources.html. See Section IV.2.Request an Exemption from
Required Electronic Application Submission if applicants do not have an Internet connection or sufficient
computing capacity to upload large documents (files) to www.Grants.gov.

Standard Forms that are compliant with Section 508 of the Rehabilitation Act (29 U.S.C. § 794d):
Available at the Grants.gov Forms Repository website and at
http://www.whitehouse.egov/omb/erants forms.

Federal Relay Service:

Hearing-impaired and speech-impaired callers may contact the Federal Relay Service for assistance at
1-800-877-8339 (TTY - Text Telephone or ASCII - American Standard Code For Information
Interchange).

Section IV.2. Content and Form of Application Submission

FORMATTING ACF APPLICATIONS

For All ACF Applications:

Authorized Organizational Representative (AOR)

The individual(s), named by the applicant/recipient organization, who is authorized to act for the
applicant/recipient and to assume the obligations imposed by the Federal laws, regulations, requirements,
and conditions that apply to grant applications or awards.

Each applicant must designate an Authorized Organizational Representative (AOR). An AOR is named by
the applicant, and is authorized to act for the applicant, to assume the obligations imposed by the Federal
laws, regulations, requirements, and conditions that apply to the grant application or awards.

AOR Authorization is part of the registration process at www.Grants.gov where the AOR will create a
short profile and obtain a username and password from the Grants.gov Credential Provider. AORs will
only be authorized for the DUNS number registered in the Central Contractor Registration (CCR).

Point of Contact

In addition to the AOR, a point of contact on matters involving the application must also be identified. The
point of contact, known as the Project Director or Principal Investigator, should not be identical to the
person identified as the AOR. The point of contact must be available to answer any questions pertaining to
the application.

Application Checklist

Applicants may refer to Section VIII. Other Information for a checklist of application requirements

that may be used in developing and organizing application materials. Details concerning acknowledgment
of received applications are available in Section IV.3. Submission Dates and Times of this announcement.

Follow the instructions provided in the formatting section to ensure that your application can be
printed efficiently and consistently for the competitive review.

Observe page limitations.

All applicants must follow the instructions provided in this section. Be sure to print all attachments
(components) on paper and count the number of pages before submission. Keep the printed copy as a hard
copy of your application for your files.
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Application Package Components

Applications must be divided into the sections listed in the table. (The order in which components are
submitted electronically via www.Grants.gov or included in a paper application may not be the same as
listed in the table.) Page limitations apply to the Project Description document and the Appendices and the
following:

e The Project Summary/Abstract is limited to one single-spaced page.
e The Budget Justification should be no more than 10 single-spaced pages and will not count against
page limitations.

Application Package Components Page Limitations

Required Standard Forms (SFs) and/or No page limitations.

OMB-approved Forms

Required Certifications and Assurances No page limitations.

Project Summary/Abstract Limited to one single-spaced page.

Project Description Page Limitations and included items are listed later in

this section.

Budget Justification No more than 10 single-spaced pages and will not count
against page limitations.

Proof of Legal Status/Proof of Non-Profit No page limitations.
Status

Appendices Page Limitations and included items are listed later in
this section.

ELECTRONIC APPLICATIONS SUBMITTED VIA www.Grants.gov:

Notice: The Administration for Children and Families has implemented required electronic
application submission via www. Grants.gov. Applicants are now required to submit their applications
electronically unless they have requested and received an exemption that will allow submission in paper
format. See Section IV.2. Application Submission Options.

Electronic applications will only be accepted via www.Grants.gov. ACF will not accept applications
submitted via email or via facsimile. Only applications, which pass the Grants.gov validation check, will
be acknowledged.

Please read this section carefully before beginning application submission. It is mandatory to follow
the instructions provided in this section to ensure that your application can be printed efficiently and
consistently for review.

Copies Required
Applicants must submit one complete copy of the application package electronically. Applicants
submitting electronic applications need not provide additional copies of their application package.

NOTE: Applications submitted via www.Grants.gov will undergo a validation check. See Section IV.2.
Application Submission Options and Section IV.3. Submission Due Dates and Times, Explanation of Due
Dates. The validation check can affect whether the application is accepted for review. Applications that
fail the www.Grants.gov validation check will not be transmitted to ACF. If the application fails the
validation check and is not resubmitted by 11:59 p.m., ET, on the due date, it will be disqualified.
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Signatures
Follow the AOR Authorization and E-Biz POC instructions provided at www.Grants.gov.

Required OMB-Approved and Standard Forms (SFs)

www.Grants.gov provides its own protocols for the submission of OMB-approved and Standard Forms
(SFs) such as the SF-424 application and budget forms and the SF-P/PSL, Project/Performance Site
Location form. See Section IV.2. Required Forms, Assurances, and Certifications for required
OMB-approved Standard Forms and required assurances and certifications.

Application Package Components

Applications must be divided into the sections listed in the table. It is important that each component is
submitted in a separate electronic file. Page limitations apply to the Project Description document and
the Appendices and the following:

¢ The Project Summary/Abstract is limited to one single-spaced page.
e The Budget Justification should be no more than 10 single-spaced pages.

Application Package Components Page Limitations

Required Standard Forms (SFs) and/or No page limitations.

OMB-approved Forms

Required Certifications and Assurances No page limitations.

Project Summary/Abstract Limited to one single-spaced page.

Project Description Page Limitations and included items are listed later in

this section.

Budget Justification No more than 10 single-spaced pages and will not count
against page limitations.

Proof of Legal Status/Proof of Non-Profit No page limitations.
Status

Appendices Page Limitations and included items are listed later in
this section.

The required content of the Project Description and any Appendices, and their page limits, are listed later
in this section.

With the exception of the required Standard Forms (SFs), all application materials must be formatted so
that they will print out onto 8 2" x 11" white paper with 1-inch margins. All pages of the application
component, i.e., Project Description, Budget Justification, Appendices, must be sequentially
numbered. Applicants should print all attachments on paper and count the number of pages before
submitting the application. Applicants should keep a hard copy of the submitted application package for
their files. The font size on any scanned documents must be large enough so that it is readable.

All elements of the application submission, with the exception of the one-page Project Summary/Abstract,
the Budget Justification, required Assurances and Certifications, and proof of legal status/non-profit
status, must be in double-spaced format in 12-point font. The Project Summary/Abstract is required to be
one single-spaced page in 12-point font. The Budget Justification may be single-spaced page in 12-point
font and should be no more than 10 pages. The font size on any scanned documents must be large enough
so that it is readable.

Applicants must follow the instructions provided in this section:
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Carefully observe the file naming conventions required by www.Grants.gov.

Limit file names to 50 characters and do not use special characters (example: &,-,*,%,/,#) including
periods (.), blank spaces, and accent marks, within application form fields, and file attachment names. An
underscore (_) may be used to separate a file name.

Use only file formats supported by ACF.

It is critical that applicants only submit application components using the supported file formats listed
here. Documents in file formats that are not supported by ACF will be removed from the application and
will not be used in the competitive review. This may make the application incomplete and ACF will not
make any awards based on an incomplete application.

ACEF supports the following file formats:

e Adobe PDF — Portable Document Format (.pdf)

e Microsoft Word (.doc or .docx)

e Microsoft Excel (.xIs or .xlIsx)

e Microsoft PowerPoint (.ppt)

e Corel WordPerfect (.wpd)

e Image Formats ((JPG, .GIF, .TIFF, or .BMP only)

Do not encrypt or password protect the electronic application files!

If ACF cannot access submitted electronic files because they have been encrypted or are password
protected, the affected file will be removed from the application and will not be used in the competitive
review. This may make the application incomplete and ACF will not make any awards based on an
incomplete application.

PAPER APPLICATION SUBMISSIONS:

The following requirements are only applicable to applications submitted in paper format.
Applicants must receive an exemption from ACF in order to submit an application in paper format.
See Section IV.2. Request an Exemption from Required Electronic Application Submission later in this
section under Application Submission Options.

Application Package Components Page Limitations

Required Standard Forms (SFs) and/or No page limitations.

OMB-approved Forms

Required Certifications and Assurances No page limitations.

Project Summary/Abstract Limited to one single-spaced page.

Project Description Page Limitations and included items are listed later in

this section.

Budget Justification No more than 10 single-spaced pages and will not count
against page limitations.

Proof of Legal Status/Proof of Non-Profit No page limitations.
Status

Appendices Page Limitations and included items are listed later in
this section.
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Copies Required
Applicants must provide one original and two copies of all application materials when submitting an
application in paper format.

Signatures

An original signature of the AOR is required only on the original copy of paper application submissions.
A point of contact on matters involving the application must also be identified on the SF-424 at item

8f. The point of contact, known as the Project Director or Principal Investigator, should not be identical to
the person identified as the AOR.

Format Requirements for Paper Applications
Applicants must follow the instructions provided in this section.

All application materials must be submitted on 8 72" x 11" white paper with 1-inch margins. All pages of
the paper application submission must be sequentially numbered. Application materials must be
printed on one side only of each page so that they may be easily reproduced. If two-sided pages are
submitted, only the "front" page will be used.

All elements of the application submission, with the exception of the one-page Project Summary/Abstract,
the Budget Justification, required Assurances and Certifications, and proof of legal status/non-profit
status, must be in double-spaced format in 12-point font. The Project Summary/Abstract is required to be
one single-spaced page in 12-point font. The Budget Justification may be single-spaced, in 12-point font,
and should be no more than 10 pages. The font size on any scanned documents must be large enough so
that it is readable.

All copies of a mailed or hand-delivered paper application must be submitted in a single package. A
separate package must be submitted for application under a single funding opportunity. The package must
be clearly labeled for the specific funding opportunity it is addressing.

Because each application will be duplicated, do not use or include separate covers, binders, clips, tabs,
plastic inserts, maps, brochures, or any other items that cannot be processed easily on a photocopy
machine with an automatic feed. Do not bind, clip, staple, or fasten in any way separate subsections of the
application, including supporting documentation. Use a clip (not a staple) to securely bind the application
together. Applicants are advised that the copies of the application submitted, not the original, will be
reproduced by the Federal government for review. Application materials must be one-sided for duplication
purposes.

Instructions on the order of assembly for paper application submissions are available under this formatting
section.

Addresses for Submission of Paper Applications
See Section 1V.6. Other Submission Requirements for addresses for paper application submissions.

Page Limitations for Paper Format Application Submissions

Page limitations do not include OMB-approved Standard Forms (SFs), the one-page Project
Summary/Abstract, proof of legal status/non-profit status, required Assurances and Certifications, and the
Budget Justification, which should be no more than 10 single-spaced pages.

If an application exceeds the cited page limitation for double-spaced pages in the Project Description or
the double-spaced page limitation cited for the Appendices, the extra pages will be removed and will not
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be reviewed. In addition, if an application narrative is single-spaced and/or one-and-a-half spaced (in
whole or in part) the total number of these lines will be doubled. This adjustment may result in an
increased total number of pages, which will be removed so that the application conforms to the cited
double-spaced page limitation.

The Project Summary/Abstract is limited to one single-spaced page with 12-point font. Any pages over the
one-page limit will be removed.

Page Limitations and Content of The Project Description and Appendices for All Application
Formats:

The Phase One application narrative must be no more than 100 double-spaced pages (including the
budget). An additional 10 single-spaced pages is allotted for the budget justification. Only numerical
budget tables included as part of the application narrative may be single-spaced. All pages at the end of
the application narrative (Phase One, including the budget) that exceed 100 double-spaced pages will be
removed from the application package and will not be evaluated as part of the competitive review.

The Phase One section of the application narrative should be submitted in one electronic file in the
following order:

e Table of Contents,

e Demonstration of Need for Child Development and Health Services,

e Achieving Early Learning and Development Outcomes to Promote School Readiness for Children,
e Past Performance,

o Staffing and Supporting a Strong Early Learning Workforce,

¢ Organizational Capacity and Governance,

e Budget, and

e Budget Justification (up to 10 single-spaced pages).

The Phase Two section of the application must be no more than 30 double-spaced pages and should be
included in the appendices. This section should be clearly labeled as "Phase Two." All pages at the end of
the Phase Two narrative that exceed 30 double-spaced pages will be removed from the application
package and will not be evaluated as part of the competitive review. The Phase Two narrative should be
submitted in one electronic file in the following order:

e Internal Control Compliance and Ethical Values,
¢ Accounting Policies and Procedures, and
e Accounting System.

Finally, the application may also include up to an additional 100 pages of appendices, for a total of 130

pages, including Phase Two. Appendices may include resumes, letters of support, organizational charts,
financial statements, and other supporting documents. All pages at the end of the appendices that exceed 100 pa
100 pages will be removed from the application package and will not be evaluated as part of the

competitive review.

Required Forms, Assurances, and Certifications

Applicants seeking grant or cooperative agreement awards under this announcement must submit
the listed Standard Forms (SFs), assurances, and certifications with the application. All required
Standard Forms, assurances, and certifications are available at ACF Funding Opportunities Forms or at
the Grants.gov Forms Repository unless specified otherwise.
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Forms / Assurances /
Certifications

SF-424A - Budget
Information -
Non-Construction
Programs

and

SF-424B - Assurances -
Non-Construction
Programs

Certification Regarding
Lobbying

Survey on Ensuring Equal
Opportunity for Applicants

Assurance: Absence of
Non-compete Agreement

Submission Requirement

Submission is required for
all applicants when applying
for a non-construction
project. Standard Forms
must be used. Forms must
be submitted by the
application due date.

Submission required of all
applicants with the
application package. Ifitis
not submitted with the
application package, it may
also be submitted prior to
the award of a grant.

Submission is voluntary.
Submission may be made
with the application by the
application due date listed in
the Overview and Section
1V.3. Submission Dates and
Times. Or, it may be
submitted prior to the award
of a grant.

Submission is required with
the application package for
all applicants wishing to
receive bonus points.
Assurance must be submitted
by the application due date.
The format for the assurance
is available in the
Appendices of this
announcement. See Section
V.1. Criteria for more
information on bonus points.

Notes / Description

Required for all applications when
applying for a non-construction project.
By signing and submitting the
SF-424B, applicants are making the
appropriate certification of their
compliance with all Federal statutes
relating to nondiscrimination.

Submission of this Certification is
required for all applications.

Non-profit private organizations (not
including private universities) are
encouraged to submit the survey with
their applications. Submission of the
survey is voluntary. Applicants
applying electronically may submit the
survey along with the application as
part of an appendix or as a separate
document. Hard copy submissions
should include the survey in a separate
envelope.

Applicants that wish to receive the
bonus points must include in their
applications the following statement,
"On behalf of (organization), I, (name),
attest that (organization) does not have
a non-compete or other agreement with
any entity, at the time this application is
submitted, which prohibits the entity
from applying for a Head Start or Early
Head Start grant on its own behalf or
imposes a penalty on that entity for
making such application." The
statement must be signed by the person
who is authorized to sign the
application on behalf of the applicant.
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SF-424 - Application for
Federal Assistance

and

SF-P/PSL -
Project/Performance Site
Location(s)

SF-424C - Budget
Information - Construction
Programs

and

SF-424D - Assurances -
Construction Programs

SF-LLL - Disclosure of
Lobbying Activities

Submission is required for
all applicants by the
application due date.

Submission is required for
all applicants when applying
for a construction project.
Standard Forms must be
used. Forms must be
submitted by the application
due date.

If submission of this form is
applicable, it is due prior at
the time of application. It
may also be submitted prior
to the award of a grant.

Required for all applications.

Required for all applications when
applying for a construction project. By
signing and submitting the SF-424D,
applicants are making the appropriate
certification of their compliance with
all Federal statutes relating to
nondiscrimination.

If any funds have been paid or will be
paid to any person for influencing or
attempting to influence an officer or
employee of any agency, a Member of
Congress, an officer or employee of

Congress, or an employee of a Member
of Congress in connection with this
commitment providing for the United
States to insure or guarantee a loan, the
applicant shall complete and submit the
SF-LLL, "Disclosure Form to Report
Lobbying," in accordance with its
instructions. Applicants must furnish an
executed copy of the Certification
Regarding Lobbying prior to award.

Non-Federal Reviewers

Since ACF will be using non-Federal reviewers in the review process, applicants have the option of
omitting from the application copies (not the original) specific salary rates or amounts for individuals
specified in the application budget as well as Social Security Numbers, if otherwise required for
individuals. The copies may include summary salary information.If applicants are submitting their
application electronically, ACF will omit the same specific salary rate information from copies made for
use during the review and selection process.

The Project Description

The Project Description Overview

The project description provides the majority of information by which an application is evaluated and
ranked in competition with other applications for available assistance. The project description should be
concise and complete. It should address the activity for which Federal funds are being

requested. Supporting documents should be included where they can present information clearly and
succinctly. In preparing the project description, information that is responsive to each of the requested
evaluation criteria must be provided. Awarding offices use this and other information in making their
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funding recommendations. It is important, therefore, that this information be included in the application in
a manner that is clear and complete.

General Expectations and Instructions

ACEF is particularly interested in specific project descriptions that focus on outcomes and convey strategies
for achieving intended performance. Project descriptions are evaluated on the basis of substance and
measurable outcomes, not length. Extensive exhibits are not required. Cross-referencing should be used
rather than repetition. Supporting information concerning activities that will not be directly funded by the
grant or information that does not directly pertain to an integral part of the grant-funded activity should be
placed in an appendix.

General Instructions for Preparing a Full Project Description

Introduction

Applicants that are required to submit a full project description shall prepare the project description
statement in accordance with the following instructions while being aware of the specified evaluation
criteria. The topics listed in this section provide a broad overview of what the project description should
include while the Criteria in Section V. 1. identify the measures that will be used to evaluate applications.

Table of Contents
List the contents of the application including corresponding page numbers.

Project Summary/Abstract

Provide a summary of the application's project description. The summary must be clear, accurate, concise,
and without reference to other parts of the application. The abstract must include a brief description of the
proposed grant project including the needs to be addressed, the proposed services, and the population
group(s) to be served.

Please place the following at the top of the abstract:

e Project Title

e Applicant Name

e Address

e Contact Phone Numbers (Voice, Fax)
e E-Mail Address

e Web Site Address, if applicable

The project abstract must be single-spaced and limited to one page in length.

Objectives And Need For Assistance

Clearly identify the physical, economic, social, financial, institutional, and/or other problem(s) requiring a
solution. The need for assistance, including the nature and scope of the problem, must be demonstrated,
and the principal and subordinate objectives of the project must be clearly and concisely stated. Supporting
documentation, such as letters of support and testimonials from concerned interests other than the
applicant, may be included. Any relevant data based on planning studies or needs assessments should be
included or referred to in the endnotes/footnotes. Incorporate demographic data and
participant/beneficiary information, as needed. In developing the project description, the applicant may
volunteer or be requested to provide information on the total range of projects currently being conducted
and supported (or to be initiated), some of which may be outside the scope of the funding

opportunity announcement.

Approach
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Outline a plan of action that describes the scope and detail of how the proposed work will be
accomplished. Account for all functions or activities identified in the application. Cite factors that might
accelerate or decelerate the work and state your reason for taking the proposed approach rather than other
approaches. Describe any unusual features of the project such as design or technological innovations,
reductions in cost or time, or extraordinary social and community involvement.

Provide quantitative monthly or quarterly projections of the outcomes to be achieved for each function or
activity in such terms as the number of people to be served and the number of activities accomplished.
Data may be organized and presented as project tasks and subtasks with their corresponding timelines
during the project period. For example, each project task could be assigned to a row in the first column of
a grid. Then, a unit of time could be assigned to each subsequent column, beginning with the first unit (i.e.,
week, month, quarter) of the project and ending with the last. Shading, arrows, or other markings could

be used across the applicable grid boxes or cells, representing units of time, to indicate the approximate
duration and/or frequency of each task and its start and end dates within the project period.

When accomplishments cannot be quantified by activity or f